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2.3.4 SECTION 504, REHABILITATION ACT OF 1973: COMPLIANCE 
 
Saint Mary's College operates in accordance with Section 504 of the Rehabilitation Act of 1973. 
Section 504 is a Civil Rights Statute that guarantees rights to qualified disabled individuals. The 
Admissions and Academic Regulations Committee, as advised by the Academic Support and 
Achievement Programs office, will review its requirements as needed in order to distinguish 
from what may be a carry-over of custom, past practice, or instructional habit, and explore and 
evaluate alternative approaches that are reasonable under the circumstances presented and under 
the law. The student should meet essential requirements of the program in some acceptable 
form. Employee inquiries concerning the law and compliance may be addressed to the Associate 
Vice President of Human Resources. The Coordinator for Compliance with Section 504 for 
students is located in the Office of Academic Support and Achievement Programs. A statement 
of policies and procedures for qualified disabled students is available in the Office of the Dean 
for Academic Development. 
 
2.3.5 AMERICANS WITH DISABILITIES ACT 
 
The Americans with Disabilities Act (ADA) prohibits discrimination against the disabled in all 
phases of employment (including recruitment and hiring) and in their access to the facilities, 
goods and services of most public places, including all colleges, universities and other educational 
institutions.  
 
A key issue under the ADA is determining the essential functions of the job. Essential functions 
are defined as "primary job duties that are intrinsic to the employment position." The law 
requires accommodations or other changes in the work environment, as well as in the way things 
are done, so that a qualified individual with a properly documented disability as defined by law 
will be given an equal opportunity to perform the essential functions of the job and to receive 
the benefits and privileges normally associated with the job, unless such accommodations cause 
an undue hardship on the College, which has the right and responsibility to determine the type of 
accommodation that is appropriate under the circumstances presented and under the law. 
Broader and more detailed than Section 504 of the Rehabilitation Act of 1973, the ADA is 
enforced by five federal agencies with coordination and monitoring by the Department of 
Justice. 
 
Employee inquiries concerning the law and compliance may be addressed to the Associate Vice 
President of Human Resources. The Coordinator for Compliance with Section 504 for students 
is located in the Office of Academic Support and Achievement Programs.  
 
2.3.6 SPECIAL APPOINTMENT CATEGORIES 
 
2.3.6.1 Appointment of Christian Brother 
 
Since its inception, the College has followed the policy that a Christian Brother, if qualified, may 
be appointed to any position in the College without a position announcement. With that 
exception, and a limited number of other allowable appointments, available from the Associate 
Vice President of Human Resources, the general policy of the College is that all vacant positions 
shall be announced publicly. 
 
 
2.4  EVALUATION OF ADJUNCT FACULTY 
 
1. For the purposes of evaluation, each faculty member should have a "primary department or 
program appointment" officially designated by the Provost. The chair of that department or 
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director of that program conducts the teaching evaluation, although the Dean has the discretion 
to appoint someone from outside the department or program to "chair" the evaluation process 
if that would facilitate a more effective process. An evaluation will be based on at least two class 
visits, arranged in advance with the faculty member, and a review of all teaching evaluations 
since the most recent formal evaluation. 
 
2. At the beginning of the third year of the position, the Dean will notify the faculty member in 
writing that the evaluation process has begun. 
 
3. The faculty member may present any self-evaluation or other materials, including letters of 
support from students, staff, Saint Mary's College faculty, or professional associates outside the 
College, to the chair of the evaluation process. The chair may request specific materials from the 
faculty member or written comments from others whose experience with the faculty member 
would contribute to the evaluation.  
 
4. The chair of the evaluation process will make a written report, sending it to the chair of the 
department or director of the program if that person is not conducting the evaluation, including 
in this case all material submitted by the candidate or solicited from others. The chair's written 
evaluation will not be confidential, but the confidentiality of the materials designated or deemed 
to be confidential by the chair must be maintained and will not be shared with the faculty 
member.  
 
5. No later than the end of the semester in which the evaluation was conducted, the department 
chair or program director will meet with the faculty member to discuss the results. The Adjunct 
Faculty member will sign the written evaluation, although such signing does not necessarily 
indicate agreement with the content. 
 
6. The faculty member may submit within two weeks a written response to be included in the file. 
A copy of the signed evaluation and any written response are then sent to the Dean. 
 
7. The Dean is responsible for assuring that this evaluation and discussion have occurred 
according to the provisions above. 
 
8. The evaluation file is kept in the Dean's office. 
 
9. After the evaluation meeting (see (5) above), the faculty member may request that the Dean 
discuss any relevant institutional plan for the position in the future, such as conversion, 
consolidation, reduction in assigned courses, elimination or continuation (as specified in section 
2.1.2 Non-Tenure-Track Faculty). That information will be put in writing and subsequently sent 
to the faculty member concerned. In addition, the Dean will notify the faculty member in 
writing should any such plans be developed after that discussion during the remainder of that 
academic year. 
 
 
2.5 RANK AND TENURE RECORDS  
 
2.5.1 FACULTY RANK AND TENURE FILE 
 
Faculty members may review their Rank and Tenure files in the Office of the Academic Affairs 
24 hours after receipt of a written request by that office. File review guidelines are in the Office 
of Academic Affairs. 
 
